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i» festabli *h procedures be provide adninictrative wsn* 4 s«**et support far all 
funetios* neosseery to tio aescwiplistowmt of tfes Chit mission* 

2. Advise the omoe of the Assistant Blreetor, staff and Mvlslon Chiefs on 
policy and procedures regarding organisation, budget, personnel, training, 
services, amt ether related adednietrative matter*. 

§• A©t at liaises with ether CIA eeeqpsaent* regarding implementation ef estsfe* 
Tietoed adedaisiratit* po Holes. 

!&• Interview applicants for positions 08*11* and Above, After initial processing 
and eooepteaee fey CIS for rewuitawat* 

1* 08M Training Officer responsible for stoijsieterittg Sin iateraal training pro* 
$F**» and arranging wild* the Offlee of training fer external training »f personae l 
selected by division Chiefs . She deputy A# si stoat feireeter weald readier advice sad 
review of jire^rsms as required. 

CMS: Security Officer. 

7 * CWI Evacuations Officer. 

'«• Csnsral supervision of the 
9* CUE gadget Officer 
'BSTvtr o 


Administrative Staff. 


1. Act in the sfesemss of the Chief, 
jg* Supervise dlreebly the activities ef the Adsdctstratlv# staff. 

!• ?t*eysre for the Chief* « (signature staff studies of a logistics nature regarding 
external research sponsored fey ORE and other Gft& projects requiring staff studies. 

2* teview and approve, prior to signature fey the Chief, all staff stadias sad other 
papers prepared fey staff isesabera regarding consultants, travel, budget, training, etc. 
2* Review end approve proposed preosdures ffer incorporation in the os* SS»a«al prior 
To eubsdsaioa to the Chief* Arsoeduree would fee drafted in the first iaate&ee fey the 
staff saewbcr immediately responsible for the function affected. 

6* feo«o«M»d for consideration fey the Chief these areas of administration in seed of 
organisation sad wetbods review, 

2 * Assign to the appropriate staff members preparation of special studios requested 
% the 0 /A 0 f review prior to eufea&esion to the Chief. 

®# Mrsofe preparation of the various segments of the monthly progress report and 
prepare is final coordinated report for eignturc fey the Chief* 

2* Alternate Security Officer responsible for ads&ittatavimg the ORE program for 
psrsennei cad physical security* 

10* Perforat other duties as directed fey the Chief, 
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issary paper# on recruitasnt, proastisn, r«a#eigB»«nt, transfer. 
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IT 

eeparation of 

£* Coaduot eoreealiag interviews' with appliosafeo at the professional levs! and arrange 
interviews with appropriate QM operstloaal porsoaasol* 

Ufciatttia neeeesary intemal and external liaieon to carry out peraeanel funotloas. 
jk<fei»ietor personae! evaluation progrs» sad resowaond to the Chief, St/A, via the 
ueputy Chief, areas of eoftoera and/or sign! ft roses* 

f . jPeresnnel relations officer* 

• Prepare monthly report m status of peraonnel, applicants, etc. 

7* aupervis* the *orfc of the fwreoaael Clark. 
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1. fseeetre «it iaeetiag m* Mt|>is| mail ftr *teA, leg* *a* fitter iteete* 

#• MaintaU MMrtnr m» *f <su **♦ ■ flW* aNWMfcU ia carreat states. 

1 * Mtelatala a (M file far $*1 on *U tetter# pertaiala* tee adsisi strati ca. 

&• ifelatale a tipetteere reesrf aa£ inepte## «a »U fllee loaned te et**** #ee**«*t« 
«F Q*t» eaA «tetala q^rml of tefee Stfmtey ClAef teefsr# release «f uqr itesu 

t « Sfeiatals a ittrawlacleat reefipg file tee be amli#M* tee staff wset®*** * f *te/te 
• Aeelet yerfaao t Clark; at directed .^w» otter deteiee yersdte# 

*#» 

lyyill 

tTrkfmt typieg duties for teha i'4»lai«lfratlee omter-F*** 1 and traiaiti*. 
f. Assist other staff asatetrs ate *tf*s diroefcion of the AdaliiUtrateirs Offloer. 
IHi Ite It svggssts* teteete, iiiHaUi, teJ* Typtog Pssi stee*i* tee utei for tehis 
tyydSkg aad* if tM« pratM tee tee tjsprsetelssfels* a request for ?/& eh**2S ten alls* 
fir this additional peelfcieo tee initiated. 


Approved For Release 2001/04/23 : CIA-RDP61-00274A0002001 10005-9 



^Ap.pravedoFof Release 2001/04/23 : CIA-RDP 



Office ISiemoTandum • uNffBHfe^fEs government 


TO ••Assistant Director for Reports and Estimates DATE: 2 I 4 , March 1950 

FROM : Management Officer 

SUBJECT: SurTey q£ plications Division, ORE. 


1. The Management Staff Survey of Publications Division (D/Pub), 
ORE, discloses that the recent consolidation of the Current and Staff 
Intelligence Groups has proved organizationally sound. 

2* There are, however, certain problems requiring solution on a 
considerably higher level that are affecting the operations of D/Pub. 

a. The proposed revision of NSCID No. 1, attached as ^ 
Exhibit A, which is presently in COAPS, sets forth major 
changes which, if implemented, will cause adjustments to 
be made in the procedures currently in effect in D/Pub. 

b* The problems inherent in present IAC coordination 
procedures were expressed by the AD/ORE for the IAC meeting 
on the question of staff coordination. The agenda of this 
meeting on 5 October 19^4-9 an <i summarization of comments are 
attached as Exhibit B, together with ORE proposed revision 
of NSCID No. 3. 

3 * Pending full implementation of the intelligence production 
plan by the Estimates Production Board, the current practices of 
institution of intelligence production are continuing in one of the 
three following methods* 

a* Direct requests are given by the AD/ORR to the 
Project Initiator, D/Pub, for coordination with the sub- 
stantive division or divisions concerned for implementation 
of an intelligence project. This directed action has seldom 
failed to produce the required project although, due to the 
idiosyncrasies of the IAC coordination system, it has not 
always met the prescribed deadline. 

b# The second method is by spontaneous implementation 
of production by personnel of a substantive division, 
resulting from opposite number IAC liaison, plus the 
knowledge of the geographical area or subject with which 
he is primarily engaged. A coordination is then effected 
with the Project Initiator, D/Pub, and a determination is 
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Office Memorandum • united states government 


TO s Acting Executive date.- 28 August 1950 

from : Acting Management Officer 

subject: Management Staff Study of Regional Divisions of the Office of Reports 
and Estimates. 


1. The above-cited Staff study is transmitted to you together 
with the comments of AD/ORE, dated 16 August 1950* The Management 
Staff appreciates and concurs in the thoughts expressed by AD/ORE. 

2. ORE and Management Staff officials are presently working 
together to resolve the organizational impediments which are 
presently impairing ORE production. It is anticipated that immediate 
action will be initiated In conjunction with 0CD to install the recom- 
mended procedure for centralized routing of incoming documents. As 
ORE initiates action to resolve other problems cited in the Management 
Survey, Management Staff analysts will be made available to work with 
ORE officials, thus insuring over-all Agency coordination of the 
improvement action. 

3 . The full-time detail of a Management analyst to ORE for a 
ninety-day period at the present time does not appear feasible in 
view of our heavy work program. However, the members of the Manage- 
ment Staff will be assigned to serve with an ORE task force on a 
project basis as improvement action is initiated by ORE on the 
problems indicated In the Management Staff study. 



Attachments: Management Staff Study with comments of AD/ORE. 
cc: AD/ORE 

Chief, C0APS 
Budget Officer 
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